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About this Handbook 

The purpose of the Maricopa County Travel Reduction Program (TRP) Handbook (handbook) is to provide 
guidance and supplementary information for the Maricopa County Air Quality Department (MCAQD) 
TRP. This handbook is organized from the beginning of a TRP cycle to the end of the annual process. It 
also complements the Maricopa County Ordinance Air Pollution Control Regulations P-7 Travel Reduction 
Program (Ordinance). 
 

Disclaimer 

This handbook is provided to assist Transportation Coordinators (TCs) and the regulated community in better 
understanding the provisions of the MCAQD TRP.  The contents of this handbook should not be viewed as 
the definitive statement of the TRP and how to achieve compliance. Where the clear language of Arizona 
Revised Statute (A.R.S.) §49-581, et seq., the Ordinance, or any Substantive Policy Statement (SPS) related to 
the TRP conflicts with this handbook, A.R.S. §49-581, et seq., the Ordinance, or SPS will prevail. The user of 
this handbook should clearly understand that the discussion contained in this document is not binding. This 
handbook is not intended to serve as an alternative to A.R.S. §49-581, et seq., the Ordinance, or any SPS related 
to the TRP. 
 

Updates 

This handbook will be updated periodically. If you identify an area that requires clarification, please contact 
TRP staff at TRP@Maricopa.gov or 602-506-6750.   
 

Resources 

MCAQD TRP 

MCAQD TRP Resources 

Clean Air Make More - TRP 

Arizona Revised Statute §49-581, et seq.  

Maricopa County Ordinance Air Pollution Control Regulations Ordinance P-7 Travel Reduction Program 

Valley Metro Commute Solutions 
 

Acronyms  

3S3R Stratified Statistically Significant Random Response Rate 

ADEQ Arizona Department of Environmental Quality 

AFV Alternative Fuel Vehicle 

AMU Alternative Mode User 

A.R.S. Arizona Revised Statutes  

BOS Board of Supervisors 

CAC Valley Metro's Clean Air Campaign  

CAMM CleanAirMakeMore.com 

CEO Chief Executive Officer 

DES Arizona Department of Economic Security 

https://www.azleg.gov/viewdocument/?docName=https://www.azleg.gov/ars/49/00581.htm
https://www.azleg.gov/viewdocument/?docName=https://www.azleg.gov/ars/49/00581.htm
https://www.azleg.gov/viewdocument/?docName=https://www.azleg.gov/ars/49/00581.htm
mailto:TRP@Maricopa.gov
https://www.maricopa.gov/2388/Travel-Reduction-Program
https://www.maricopa.gov/2388/Travel-Reduction-Program
https://www.maricopa.gov/4941/TRP-Resources
https://www.maricopa.gov/4941/TRP-Resources
https://cleanairmakemore.com/trp-3/
https://cleanairmakemore.com/trp-3/
https://www.azleg.gov/viewdocument/?docName=http://www.azleg.gov/ars/49/00581.htm
https://www.azleg.gov/viewdocument/?docName=http://www.azleg.gov/ars/49/00581.htm
https://www.maricopa.gov/DocumentCenter/View/64762/P-7-Ordinance?bidId=
https://www.maricopa.gov/DocumentCenter/View/64762/P-7-Ordinance?bidId=
https://www.valleymetro.org/commute-solutions
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EER Equivalent Emissions Reduction 

EPA Environmental Protection Agency 

EV Electric Vehicle 

EVCS Electric Vehicle Charging Station 

FW Field Worker 

GRH Guaranteed Ride Home 

HPA High Pollution Advisory 

HRLO Highest Ranking Local Official 

MAG Maricopa Association of Governments 

MC Maricopa County 

MCAO Maricopa County Attorney's Office 

MCAQD Maricopa County Air Quality Department 

NOV Notice of Violation 

OAC Order of Abatement by Consent 

QDF Questionnaire Distribution Form 

RFD Request for Documentation 

SA Summary Analysis 

SIP State Implementation Plan 

SOV Single Occupancy Vehicle 

SOVMT Single Occupancy Vehicle Miles Traveled 

TC Transportation Coordinator 

TCOM Telework 

TRP Travel Reduction Program 

UC-018 DES - Unemployment Tax and Wage Report 

  

Commonly Used Terms and Meanings  

Cost Study Study of Employer Industry Cost Per Person Averages 

Employer  Major Employer 

Employer Report Employer Report for Annual Survey 

Measure Travel Reduction Measure 

New User New Participant to the employerõs TRP 

Ordinance Maricopa County Ordinance Air Pollution Control Regulations P-7 Travel Reduction Program 

Plan Travel Reduction Plan 

Site TC Site Transportation Coordinator 

Student Driving-aged Student 

Task Force Travel Reduction Program Regional Task Force 
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INTRODUCTION  
 

In 1988, Maricopa County (County) was designated nonattainment for air quality under the federal Clean 

Air Act. In response, legislators passed the State of Arizonaõs Air Quality Bill of 1988, which codified A.R.S. 

§49-581, et seq. and mandating travel reduction programs in counties throughout the state which had been 

designated nonattainment.  

 

In February 1989, TRP was officially established within the County. TRP requires major employers with 50 

or more employees and schools with driving-aged students to encourage alternative modes of transportation 

to reduce single-occupancy vehicle (SOV) trips and single occupancy vehicle miles traveled (SOVMT) to 

improve air quality. 

 

For more than 30 years, TRP has prevented over 22.3 billion SOV miles and 252,264 tons of pollution. That 

is equivalent to 88,269 single trips to the moon from earth. TRP continues to reduce county-wide traffic 

impacts on air pollution and emissions with the assistance of employers, stakeholders, and participants.     

 

Participation and Jurisdiction 

The Ordinance applies to: 

¶ Any employer located in Area A within Maricopa County with 50 or more employees working at or 

reporting to a single work site. 

¶ Any employer located outside of Area A within Maricopa County with 100 or more employees 

working at or reporting to a single work site. 
 
 

Figure 1. Maricopa County Area A Map 

https://www.azleg.gov/viewdocument/?docName=https://www.azleg.gov/ars/49/00581.htm
https://www.azleg.gov/viewdocument/?docName=https://www.azleg.gov/ars/49/00581.htm
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Program Goals 

TRPõs overall goal is to reduce SOV trips and miles traveled within the County. Each employer must  

strive to achieve a minimum 60 percent SOV/MT at each participating site. To attain this goal, employers 

and schools are asked to reduce SOV trips and/or miles traveled to the work site by a minimum of ten 

percent each year for a total of five years, and then five percent for three additional years until they reach the 

target of having only 60 percent of their workforce driving alone. 

 

Progress is tracked through an annual commuter survey of employer/school sites. Employers utilize the 

results of the survey to develop an annual travel reduction plan (plan). The plan commits the 

employer/school to implementing various strategies in order to change commute behavior of employees 

and students. 

 

Survey Data Usage 

TRP uses the commuter survey data as a measuring tool to determine the percentage of employees/students 

who are using alternative modes of transportation to travel to and from their work/school site; how many 

trips/miles are saved by taking alternative modes; and how much pollution is prevented by taking alternative 

modes. In addition, the Maricopa Association of Governments (MAG) uses the information to understand 

how, when, where, and why people travel daily.   

 

Data collected from TRP surveys are mapped and analyzed to: 

¶ Study worker commute patterns for the planning and development of transportation projects such as: 

o Freeway development 

o Transit system 

o Bicycle lanes/paths for use and safety 

¶ Assist employers interested in doing business in the County by providing data which guide them on 

where to locate, manage traffic congestion, and reduce air pollution 

¶ Evaluate air quality control strategies to reduce vehicle emissions and monitor compliance with 

federal standards 

 

SECTION 1: TRP PARTICIPATION  AND CONTACTS   
 

TRP applies to employers and students located in or outside of Area A within Maricopa County. Any 

employer within Area A that has 50 or more employees and students reporting to a single site at least three 

days per week, six months out of the year must participate. Any employers outside Area A that has 100 or 

more employees and students reporting to a single site at least three days per week, six months out of the 

year must participate. 

 

Although tribal lands are found within the borders of the County, tribal lands are legally sovereign nations 

and, as such, are not subject to the Ordinance or TRP. However, if an employer is operating on tribal lands, 

such employer must request an Indian Nation Land exemption (see Appendix A) from TRP.  
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Figure 2. Participation Flow Chart 
 

 
 

Requirements for Major Employers 

¶ Designate a Transportation Coordinator (TC) and, if applicable, a Site TC to conduct the employerõs 

TRP 

¶ Conduct the survey and achieve the minimum, or higher, required response rate percentage at each 

participating site 

¶ Develop an approvable plan designed to meet target reductions for all work sites, including all 

employee and new hire communication methods 

¶ Implement and document the employerõs approved plan and TRP 

¶ Provide and keep all necessary records to demonstrate compliance 

¶ Provide updated information as requested. An employer must inform TRP staff if they become 

subject to the Ordinance, or any information that will affect the employerõs TRP. If the employer 

becomes subject to the requirements of the Ordinance as a result of a corporate merger or 

consolidation, the previous predecessorõs program year and plan will remain in effect until TRP staff 

is notified of the change in ownership 

¶ Notify their employees and students of the duty to comply with the requirements of A.R.S. §49-542 

For questions regarding TRP requirements, please contact TRP staff at 602-506-6750 or 

TRP@Maricopa.gov. 

 

https://www.azleg.gov/viewdocument/?docName=https://www.azleg.gov/ars/49/00542.htm
mailto:TRP@Maricopa.gov
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TRP Contacts 

Employers must assign a TC to conduct, manage, and implement the organizationõs TRP. Failure to appoint 

a TC may result in a notice of violation (NOV) (see Section 5: Enforcement). If the employer has multiple 

sites, they may designate a Site TC to assist.  If an out-of-state TC is designated or an external contractor is 

hired to manage the employerõs TRP, the employer must assign a Site TC to oversee the program at a local 

level. Additionally, the chief executive officer (CEO) or the highest ranking local official (HRLO) 

responsible for implementing the TRP program and plan must be identified as described in the Ordinance 

Section 3(C)(2)(a)(2).  

Transportation Coordinator (TC) 

The success of their employerõs TRP is highly dependent on the commitment of the TC. Because the TC 

must have the authority to make decisions on behalf of the employer regarding the program, the TC must 

be a regular employee or an external contractor of the employer hired specifically to manage the employerõs 

TRP, preferably from the human resources, facilities, or transportation departments. The TC cannot be a 

temporary employee, intern, or general contract employee because such positions are not considered regular 

employees. Teleworkers and field workers that do not report to the work site at least three days per week 

should not be considered for the TC or Site TC positions. 

 

The TC will be responsible for: 

¶ Gathering and maintaining all documentation necessary to determine 

compliance with A.R.S. §49-581, et seq. and the Ordinance. Records must be 

made available to TRP staff upon request during normal business hours 

¶ Having the authority to make decisions on behalf of the employer regarding 

the TRP  

¶ Completing the òIntro to TRPó training within 90 days of designation 

¶ Ensuring daily access to a computer, email, and a telephone 
 

Site Transportation Coordinator (Site TC) 

The Site TC is a local point of contact assigned to represent and assist the TC at their respective work site. 

In cases where the TC is out-of-state or an external contractor is hired to manage the employerõs TRP, the 

employer must assign a Site TC. 

 

The Site TC: 

¶ Must represent and assist the TC at their respective work site to disseminate travel reduction program 

information, surveys, incentives, and other travel reduction program components 

¶ During an audit, must have access to all documentation regarding TRP and be able to assist when the 

TC is unavailable 

¶ Must complete the òIntro to TRPó training within 90 days of designation 

¶ Must have daily access to a computer, email, and a telephone 

 

https://www.maricopa.gov/DocumentCenter/View/64762
https://www.maricopa.gov/DocumentCenter/View/64762
https://www.azleg.gov/viewdocument/?docName=https://www.azleg.gov/ars/49/00581.htm
https://www.valleymetro.org/commute-solutions/resource-library/trp-training
https://www.valleymetro.org/commute-solutions/resource-library/trp-training
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Figure 3. TRP Contacts 

 

Highest Ranking Local Officials (HRLO)  

The HRLO can be the CEO or a local point of contact that is responsible for the employerõs operations 

within the County. An HRLO must have authority to approve and implement the employerõs TRP, plan, 

and plan budget. The HRLO will be notified if there are compliance issues and/or enforcement actions.  

 

Alternate Contact 

TRP staff may request that an alternate contact be provided when the TC, Site TC, and/or HRLO are 

temporarily unavailable.  An alternate contact is not required; however, it is helpful in maintaining 

compliance with TRP requirements.  

 

SECTION 2: TRP CYCLE 
 

An employerõs TRP must be conducted on an annual cycle; every year an employer must conduct the 

survey, submit a plan for approval, implement a plan, and receive plan monitoring(s)/audit(s). TRP 

commonly refers to two terms when describing a òyearó in the program: program year and plan year. A 

program year is the period of time from survey start date to the next scheduled survey start date. A plan year 

is the period of time from the date the original plan was submitted until subsequent submission. Both dates 

are important to understand during the TRP cycle as this will help to decipher requirements and compliance. 

 

Figure 4. TRP Program Year Cycle Roadmap (see Appendix B) 

 

 

 



 

TRP Handbook              Page 10 of 59 

 

Step 1 ð Send Employer Report for Annual Survey 
 

TRP staff will send the Employer Report for Annual Survey (Employer Report) via email to the TC 

approximately one month prior to survey start date. The report will ask:  

¶ For the number of employees/students, including those positions that are open and will be filled 

within six months at each site 

¶ To verify current, new, and voluntary participation sites 

¶ To update/verify TC and HRLO information 

¶ The type of electronic survey the employer is requesting: internet or intranet. If the employer is 

requesting a paper survey accommodation, contact the TRP staff  

Step 2 ð Employer Returns Employee Count 

V Reply to email with completed Employer Report and return by due date as stated on the email 

V Account for all employees, including teleworkers that are located within Maricopa County  

V Exclude from the employee count: 

o Field workers (See Section 3: Field Workers for description). If the employer would like to 

seek exemption from surveying field workers, submit the application along with the 

completed Employer Report (see Appendix A) 

o Seasonal or temporary employees. These are positions that are scheduled less than six 

months out of the year (i.e., recreation lifeguards) 

o Volunteers  

o Contracted employees. A contracted employee is a person who is employed by an external 

organization to create manpower for the employer and is not a direct employee of the 

employer 

V If a request for paper surveys is approved, respond to the approved paper request email with the 

number of English, Spanish, and/or student surveys needed at each site(s)  

Step 3 ð Send E-Survey Link and/or Paper Surveys  
 

TRP emails that program yearõs e-survey link directly to the TC, along with detailed instructions about the 

employerõs survey. If the employer was approved for paper surveys, the surveys will be delivered by a 

courier service at no cost to the employer.  
 

 

Step 4 ð Employer Administers/Return s Surveys 

V Administer the e-survey to all employees and return to TRP staff by the scheduled due date. The 

employer is provided 30 days to complete and return surveys. The e-survey link closes at 11:59 P.M. 

on the scheduled due date 

V Do the following to avoid discarded or rejected paper surveys, which can affect the required 

response rate: 

o Use blue or black ink only. Other ink colors and/or pencils are not captured by the scanning 

software 

o Do not put stickers, labels, staples, paper clips, and/or any other adhesives on the survey. 

These items cause the scanner to not read completed surveys  

o Do not write any identifying information on the front or back of the surveys 

V Send or deliver paper surveys, at the expense of the employer, to Maricopa County Air Quality 

Department, c/o Travel Reduction Program, 301 W Jefferson St., Suite 410, Phoenix, AZ, 85003. 
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TRP recommends a signature request when sending or delivering surveys because any lost items will 

be the responsibility of the employer 

V Employers that have been granted equivalent emissions reduction (EER) credits (see Appendix C) 

must email their approved documentation before the end of their survey due date to receive the 

credits. Once the survey data have been imported, credits cannot be added. EERs are granted and 

approved during the plan review process 
 

Step 5 ð Analyze Surveys/Send Summary Analyses 
 

TRP staff verifies and analyzes all survey data received. Usually within 30-60 days, TRP staff will email the 

employerõs Summary Analysis (SA), plan template, and due date to the TC. To remain in compliance, TRP 

must receive an approvable plan from the employer by close of business on the stated due date. 
 
 

Step 6 ð Employer Creates/Update s and Submits a Travel Reduction Plan 

V Submit an approvable plan and necessary documentation (if applicable) within five weeks of 

receiving the SA 

V Contact TRP staff if you require plan development assistance prior to submitting the plan  

V Check that all employer information is completed, the appropriate number of measures have been 

added, documentation has been provided (if applicable), and TC and HRLO have dated and signed 

the plan.  If the plan is missing any of these elements, it could result in an incomplete plan submittal, 

resulting in enforcement action  

V Implement the plan measures within 30 days of submission 

 

Step 7 ð Review Travel Reduction Plan 
 

TRP staff have up to 90 days to review and recommend the employerõs plan to the Travel Reduction 

Program Regional Task Force (Task Force) (see Appendix D). TRP staff may contact the TC at any time 

requesting documentation, clarification, enhancements, changes, and/or corrections to the plan. If revisions 

are requested, ensure dated signatures on the plan are updated to avoid compliance issues and/or 

enforcement actions with plan implementation. 
 

Step 8 ð Employer Promotes and Implements the Travel Reduction Plan 

V Promote and implement the employerõs TRP and measures to all employees within 30 days of plan 

submission. The 30 days allows the TC to award winners for the month the plan year begins and to 

start implementing new/existing measures. For example, if a plan is submitted in November, 

new/existing measures must be implemented in November and awards must be distributed in 

December 

V Update all communication methods and new hire information to reflect the most current plan 

submitted to TRP 

V Ensure all documentation templates are updated with current plan measures 

V Notify all employees and students of the duty to comply with the annual emissions report 

requirements of A.R.S. §49-542. The annual emissions reports can be found on the Maricopa 

County Travel Reduction Program Resources website 

V Continue encouraging participation to increase employee involvement. This will help maximize the 

pool of eligible monthly incentive or award recipients. All incentives must be paid out according to 

the plan frequency, amount, and annual values  

V Set a continuous reminder on the incentive frequency to alert when an incentive must be awarded or 

disbursed 

https://www.azleg.gov/ars/49/00542.htm
https://www.maricopa.gov/4941/TRP-Resources
https://www.maricopa.gov/4941/TRP-Resources
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Step 9 ð Employer Maintains Records/Documentation 

V Maintain at least three program years of records and documentation 

V Ensure that TCs and Site TCs have copies of the records and documentation available at any given 

time. Record keeping and documentation templates are available through the Valley Metro 

Commute Solutions website 

V Ensure documentation is accurate and audit ready (See Appendix E)  

V Continue documenting EER measures for the next annual survey 

Step 10 ð Approve Travel Reduction Plan  
 

TRP staff will email the TC with the Task Forceõs approval or disapproval. If necessary, the TC can request 
to speak to the Task Force on behalf of the employer regarding the planõs approval status.  The TC may 
need to submit a formal request if the plan is not scheduled for the requested meeting date. 

V Ensure requested plan revision(s) are made and submitted by the specified due date, if applicable  

Step 11 ð Conduct Phone or Site Audit 
 

Audits can be conducted on-site, by phone, or through providing documentation. TRP staff will contact the 

TC regarding the audit date, time, and type.  If the TC needs to reschedule the audit date or time, the TC 

must contact the TRP auditor immediately. TRP staff will only notify the TC of the audit details. It is the 

responsibility of the TC to inform any Site TCs of upcoming audits. If the employer has multiple sites, each 

site may be audited. Audits will be cleared only when all measures have met expectations. Audits usually 

entail reviewing documentation for that plan year. Auditors may request up to three years of documentation. 

Auditors may conduct repeat audits as needed. 

V Have all documentation up to date and readily available and know where physical measures are 

located 

V Review and understand the Notice of Inspection Rights (See Appendix F). The rights are emailed to 

the TC along with the audit confirmation  

 

 SECTION 3: TRP ANNUAL SURVEY  (SURVEY) 
 

The annual survey is one of the most important steps of the TRP cycle. TRP staff provides the survey to the 

TC; the TC must distribute the survey to all eligible employees. The survey is quick and easy for employees 

to complete and focuses on the employeeõs commuting habits through non-identifying information. The 

data gathered from the survey results help planning modelers develop initiatives throughout Maricopa 

County. The survey data also assist in evaluating the employerõs previous planõs effectiveness.   

 

Each employer has their own unique survey that is conducted annually. The employer has 30 days to receive 

the required minimum response rate. Approximately one month before the employerõs annual survey, TRP 

staff will email the TC the time-sensitive Employer Report requesting the most current employee count for 

each site(s), including those positions that are open and will be filled within six months.  The TC must not 

inflate or exaggerate the employee count information. If needed, TRP staff can provide extra surveys. TRP 

offers the survey electronically through an internet link. If electronic intranet or paper version 

accommodations are needed, the TC must contact TRP staff prior to the employer report due date.  

 

https://www.valleymetro.org/commute-solutions
https://www.valleymetro.org/commute-solutions
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A week prior to the survey start date, TRP staff will email the TC information on how to access the survey 

and the TC Dashboard to monitor survey response rates. Currently, the internet electronic survey (e-survey) 

is the default version TRP assigns to the employer. If the employer is approved for the intranet e-survey, the 

program will be sent in advance so the employerõs IT department can install the program. A confirmation 

from TRP that the data are accurate and formatted correctly is needed before the intranet e-survey can be 

conducted. If the employer is approved for paper surveys, the employer will receive the surveys through a 

third-party courier service at no cost to the employer prior to the survey start date.  

 

Before requesting a method other than the internet e-survey, consider the following options: 

¶ Options for distributing the survey link (test site link found at the end of the email) 

o Email the link to all employees 

o Text to the link to employees 

o Promote the URL address and have employees complete the survey on their smartphone, 

computer, or tablet 

o Set up or use training/group usage computers with an open link for the employees who do 

not have regular computer access to complete the survey 

¶ Options for tracking the survey link: 

o Use the TC Dashboard to monitor overall percentages of site(s) (test site link found at the 

end of the email) 

o Ask employees write down the confirmation code in the URL after their submission and 

compare it to the list on the TC Dashboard. Example: 

 

o Ask employees to email a screenshot of their confirmation page 

o Use the voting buttons on an email to verify completion 

o Collaborate internally/ set up the companyõs SharePoint or other web-based application to 

house the survey and track who has completed it 

o Have managers/supervisors/leads report when their staff complete the survey 

¶ Options for taking the survey: 

o Utilize managers/supervisors/floating employees to complete the survey on designated 

computer(s) 

o Leverage breakouts/team meetings/end of shift meetings to have employees complete the 

survey 

o Use smart phones/tablets to complete the survey 

o Offer a survey incentive or TRP fair and have computer(s) available to complete the survey 

If the TC cannot conduct the survey using the internet e-survey, the TC must submit a request to TRP staff 

with the following information prior to the start of the survey: 

¶ A detailed explanation as to why the organization is unable to implement any of the above options 

or other options to complete the internet survey 

¶ A proposed solution for future implementation by the employer to allow employees to take the e-

survey in the future 
 

TRP will contact the TC when an approval or disapproval of the request has been made.  
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During the employerõs 30-day survey period, the TC must distribute a survey to each employee. If the 

employer has multiple sites, the TC must ensure that the employee uses the correct survey code or paper 

survey batch for the respective site. If the wrong survey code is used, the employer must stop surveying the 

affected site(s) and contact TRP immediately. The employer will most likely have to resurvey those site(s). 

Throughout the survey, the TC has access to the TC Dashboard to monitor real time completion rates for 

each site. Paper surveys and intranet e-surveys do not have access to the TC Dashboard. If  a site is using a 

mixture of paper and internet e-surveys, the TC Dashboard will not reflect any completed paper surveys, 

only completed internet e-surveys. 

 

It is recommended that TCs monitor their response and survey completion rates. Each employer must 

achieve a minimum response rate as stated on their plan. The response rate is the number of surveys 

completed correctly. If a response rate falls below the minimum required number, the employer will be 

considered in non-compliance, which could lead to enforcement action and/or penalties. Utilizing the 

internet e-survey is the most effective way to achieve the required response rate. Throughout the internet e-

survey, the TC has real-time access to both completion and response rates. Also, the internet e-survey 

safeguards the survey and does not allow the incomplete surveys to be submitted. This feature assures the 

survey is counted toward the minimum response rate. Incomplete or missing data on the survey could result 

in the survey being rejected and not counted towards the employerõs minimum response rate.  

 

To conclude the survey period, the internet 

e-survey link closes at 11:59 pm on the last 

day of the survey regardless of the response 

rate achieved. At the expense of the 

employer, the intranet data and paper 

surveys must be returned to the TRP office 

within the 30-day survey period to avoid 

being late. If the employer has multiple sites 

using paper surveys, they must all be 

returned at the same time. The surveys 

should be stacked face up with the survey 

numbers on the top-right hand corner; and 

separated with their Questionnaire 

Distribution Form (QDF) form as the 

coversheet. TCs may not put stickers, labels, 

staples, paper clips, or any other adhesives 

on the survey. These items cause the scanner 

to not read completed surveys and may 

result in survey rejection. Also, TCs may not write any identifying information on the front or back of the 

surveys. If there are any blank surveys, the TC must place them on top of the completed surveys face up 

with the survey numbers on the top-right hand corner after the QDF. TRP recommends receiving a 

signature upon delivery to ensure the surveys were delivered to the TRP office. Any surveys not received 

remain the responsibility of the employer, which may result in enforcement action and/or a requirement to 

re-survey. If an employer has been approved for EER credits, the TC must send supporting documentation 

to the TRP office before the survey end date. 

 

The survey calculates the SOV and SOVMT rates for the employer. These rates help to indicate whether the 

employerõs travel reduction plan is working to achieve their travel reduction goals. These rates illustrate the 

Figure 5. Questionnaire Distribution Form (QDF) Coversheet 
Example 

http://travelreductionsurvey.azurewebsites.us/?redirectFromView=TransportationCoordinator%2FDashboard


 

TRP Handbook              Page 15 of 59 

 

percentage of employees that drive a SOV, and how many of the total commute miles are traveled by SOV 

drivers. Continually encouraging employees to use alternate modes of travel can decrease the employerõs 

SOV and SOVMT rates. 

 

The employerõs first year participation is the baseline and sets the target SOV and SOVMT rates. The first-

year target is a ten percent reduction from the baseline established for the rate of SOVMT. The second 

through fifth year target is a ten percent reduction from the target of the previous year; targets following the 

fifth year are a five percent reduction from the target of the previous year. For example, if an employerõs 

first year survey results showed 78 out of their 100 employees drove alone and those employees traveled 375 

miles out of the total 500 miles that all their employees commuted, that employer would reflect a 78 percent 

SOV rate and a 75 percent SOVMT rate. The following year targets would be set at a 70.20 percent SOV 

rate and a 67.50 percent SOVMT rate. That decrease would continue until both target rates reach 60 

percent. TRP will not require targets below 60 percent, as the overall target for reduction is 60 percent. An 

employer will not receive an NOV if the overall or employer-specific target is not met. However, during the 

employerõs plan review, alterations, enhancements, and/or additional measures may be required. If  an 

employer achieves their SOV and SOVMT target rates or better, they reduce the likelihood of having to 

enhance their plan and the employer receive a digital award to proudly display as their commitment to 

improving air quality. 

 

Internet E-Survey 

¶ Can be distributed by email, text, and internal postings (company social media sites, shared document 

platforms, bulletin boards, etc.) 

¶ Allows the survey to be accessed on any device with internet access 

¶ Allows for physical distancing 

¶ Allows for a full 30-day survey period 

¶ Allows real-time updates on completion and response rates 

¶ Ensures surveys are completed correctly 

¶ Provides a cost benefit for the employer 

¶ Allows for surveys to be automatically received by TRP 

¶ Provides employees the option to complete the survey in English or Spanish 

Intranet E-Survey 

¶ Can be distributed by email, text, and internal postings (company social media sites, shared document 

platforms, bulletin boards, etc.) 

¶ Allows for the employer to install firewall protection 

¶ Allows for identification of survey completion 

¶ Allows for physical distancing 

Paper Survey  

¶ Allows for identification of survey completion 

¶ Does not need internet access 

¶ Is available in Spanish upon request 
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Who Needs to Complete the Survey? 

¶ All employees or driving-age students who report to a work/school site three days per week or more 

for at least six months per year 

o Includes 

Á A driving age student who attends school five days per week 

Á A part-time employee who works at least three days per week 

Á A temporary employee who will be employed longer than six months 

Á An employee who teleworks three days per week and reports to a work site two days 

per week 

o Excludes 

Á A field worker who works five days per week at a different site each day (i.e., 

construction site worker). A field worker application must be submitted and 

approved 

Á A seasonal temporary employee who has been contracted to work for four months  

Á A volunteer 

Á An employee hired by an external employer who is not a direct employee of the 

employer working five days per week for seven months 

¶ Teleworkers located within Maricopa County 

 

Field Worker (FW) 

A FW is a field-based employee who regularly commutes/reports to other sites in and around the County 
instead of reporting to the main work site. An employee who picks up a company work vehicle from the 
employerõs physical work site and returns the vehicle to the employerõs physical work site is not considered a 
FW as it relates to TRP; this employee is considered to be commuting to and from the work site. Below are 
a few examples of FWs and those who are not considered FWs. 

¶ FW 

o A construction worker who starts his/her day at a work location other than the main site 

o A police officer who takes his/her work vehicle home. Police officers do not report to the 

station before they begin their shift 

¶ Not a FW 

o A sales associate who start his/her day at home and then travels to different businesses 

throughout the County 

o A truck driver who drives to the site to pick up his/her work vehicle  

Before the employer surveys or excludes FWs from their Employer Report, they must request a FW 

exemption. The application and any requested documentation must be submitted with the employer report 

every year a FW exemption is requested, and documentation may be requested during the audit. The 

documentation must include a completed application, a short description explaining why an employee(s) is 

considered an FW, the employee(s)õ job title, frequency of reporting into the primary work site, and job 

duties.  
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Minimum Response Rate 

TCs should feel free to get creative to encourage employee participation! Each employer is held to a 

minimum survey response rate at each participating site. The employer is required to encourage 100 percent 

participation and must make all surveys, trainings, and outreach materials in the survey process available to 

their employees. Some employers hold survey parties or offer other incentives to encourage employee 

participation. The more survey data collected, the more accurate the SA and possible reduction in 

SOV/SOVMT rates will be. For example, if the employer requests 100 surveys and only receives the 

minimum response rate of 60 percent, 40 percent of the employees that may be taking an alternative mode 

of transportation (potentially reducing the SOV and SOVMT rates) are not being captured.  This difference 

could significantly reduce the likelihood of a requirement to enhance the plan.  

 

Employers must obtain at each participating site a minimum 60 percent survey response rate or obtain a 

minimum stratified statistically significant random response rate (3S3R), which has been reviewed by TRP 

staff and documented in the employerõs Task Force approved plan. A 3S3R is a response rate established by 

dividing employees into relatively similar groups and surveying a random sample from each group. Most 

employers opt for the default minimum 60 percent. However, larger employers may want to consider this 

option.  

 

The 3S3R option is beneficial to larger employers who can sample a diverse population. The employer must 

have this option on the prior yearõs approved plan. The employerõs organization will be divided into site 

groupings which will each be provided with their own unique minimum response rate. The 3S3R will affect 

all employer participating sites, and the employer may not be selective on which sites use the 3S3R option. 

During the plan review process, TCs will be required to develop a list of similar groupings and understand 

the minimum response rate calculations needed for each group. Prior to assigning groupings, TCs must 

contact TRP for the list of categorized groupings. Once the 3S3R option has been selected, the employer 

will not be allowed to revert to the default 60 percent for that year. However, the employers may choose the 

default 60 percent response rate the following plan year. The employer will be required to list all sites on the 

planõs multi-site sheet. The calculations and supporting documentation must be submitted with the 

employer plan every year. 

 

Statistical Penalty 

If  any site does not achieve the required minimum response rate, a statistical penalty will be applied. A 

statistical penalty will add the number of missing surveys from the minimum response rate as SOV users. 

This will cause an increase in the employerõs overall SOV rate which will be reflected on the SA.  This will 

affect the employerõs plan including a potential enhancement/increase in the required number of measures. 

The employer may also receive an NOV, civil penalty, and/or be required to re-survey the delinquent site(s) 

to achieve an acceptable number of responses. 

 

As an example, if an employer receives 56 out of 100 completed surveys, due to the 60 percent minimum 

response rate not being met, a four percent statistical penalty will be assessed. This means that the missing 

four surveys will be marked as an SOV driver who commutes 15 miles for five days per week which will 

subsequently increase the employerõs SOV and SOVMT. 
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SECTION 4: TRAVEL REDUCTION PLAN  (PLAN)  
 

A travel reduction plan is a document describing travel reduction and/or EER measures that a major 

employer intends to implement to reduce SOV/SOVMT rates. Creating and implementing the plan is not 

only helpful to keep the employer compliant with TRP requirements but may also boost employee morale 

and show an employerõs commitment to improving air quality.  
 

Summary Analysis (SA) 

After the employer completes their survey, TRP analyzes the employerõs survey results and compiles the 
data into a SA. The SA informs the employer of their current survey response rate, SOV rate, SOVMT rate, 
current and previous yearsõ commute methods, employee responses on desired commute modes, current 
work schedules, commute statistics, and corresponding graphs. The employer receives their SA via email. 
The email will also contain the due date for plan submission and the plan templates. If the employer 
requires assistance in creating an effective plan, they are encouraged to contact TRP for assistance.  
 
The SA is divided into sections that assist the employer in understanding the commuting behaviors of their 
employees. These sections are described below. The employer will receive an SA for each of their sites that 
participate in TRP. TRP staff will utilize this report to verify that the employerõs plan is effective and 
successful. High survey response rates and low SOV/SOVMT rates may reduce the need for future plan 
enhancements.  

Employer Information  

¶ Employer Name ð Name of the employer and the respective site name 

¶ Employer Code ð Six letter identification code each employer receives during initial registration 

¶ Site Number ð The number of the participating sites associated with the employer 

¶ Site Year ð The siteõs current year of participation 

 

Table I  ð Response Rates 

Table I illustrates the percentage of surveys correctly completed and received.  Response rates can 
significantly impact the employerõs SOV/SOVMT rate. 

¶ Survey Year ð The siteõs current year of participation 

¶ Response Rate ð The percentage of responses received at the site 
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Table II ð SOV Rate 

Table II indicates the siteõs current and past SOV trip rates. The trends will help the employer understand 
the percentage of employees who are making SOV trips to and from the worksite.  

¶ SOV Trip Rate ð The respective plan yearsõ data  

¶ Target ð The current goal the employer must attain to make their reduction goal for that program 

year. This percentage will never be lower than 60 percent 

¶ Actual ð The percentage of SOV trips among the surveyed population 

¶ Reduction ð The percentage of change from the previous yearõs results. A negative sign represents a 

reduction 

¶ Achieved ð Notifies employer if the reduction goal was met or not 

 
 

Graph I ð SOV Rate 

Graph I illustrates the trends in Table II. The green is the target SOV rate the employer needs to achieve. If 
an employer does not reach their target, they will want to achieve at least a declining SOV rate each year 
they are in the program.  

 

Table III ð SOVMT Rate 

Table III indicates the siteõs current and past SOVMT rates. This table represents miles traveled by SOV 
drivers as a percentage of the total miles traveled to the worksite. This percentage is more difficult to 
decrease, as it refers to proximity. Working with the TRP staff, employers can make strategic changes to 
help obtain their 60 percent goal. 

¶ SOVMT Rate ð The respective yearsõ data 



 

TRP Handbook              Page 20 of 59 

 

¶ Target ð The current goal the employer must attain to make their reduction goal for that program 

year. This percentage will never be lower than 60 percent 

¶ Actual ð The percentage of SOVMT among the surveyed population 

¶ Reduction ð The percentage of change from the previous yearõs results. A negative sign represents a 

reduction 

¶ Achieved ð Notifies employer if the reduction goal was met or not 

 

Table IV Current and Previous Mode Splits 

Table IV is the most important survey data collected by the employer. This information informs the TC of 
how many and which alternative modes of transportation are being utilized by employees. The table displays 
the current and previous yearsõ data to show where changes have occurred. This table will indicate how 
many SOV trips were converted to alternate mode trips in order to meet the 60 percent goal seen in Table 
II and Graph I. If the employer received a statistical penalty, the penalty amount will be captured here as 
well. 

¶ Mode ð Commute method, including alternative work schedules 

¶ Responses ð The number of employees using the commute method 

¶ Trips/Wk ð The number of trips throughout the week taken with that commute method  

¶ % Trips ð The percentage that represents the SOV trips in Table II and Graph I. Alternative modes 

of transportation will be the percentage of reduction achieved in that commute method 

¶ Miles/Wk ð The number of employee miles traveled per week one way to get to the work site 

¶ % Miles ð The percentage that represents the SOVMT in Table III. Alternative modes of 

transportation will be the percentage of reduction achieved in that commute method  
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Graph II ð Alternative Mode Trips 

Graph II illustrates the alternate mode method percentage of the total trips taken to the employer site. The 
graph will display the current and previous yearsõ alternative mode commute percentages. 
 

 

Graph III ð Changing Commute Mode 

Graph III provides a visual representation of what alternative mode would be of interest to the employee if 
they were to change their commute method. This information will only be available if the employee answers 
the corresponding question on the survey. 
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Graph IV ð Motivating Employees to use Alternative Modes 

Graph IV indicates what incentives would motivate employees to try an alternative mode of transportation. 
This graph offers valuable information when developing incentives for the travel reduction plan. This 
information will only be available if the employee answers that corresponding question on the survey. 
 

 

Table V ð Current Work Schedules 

Table V describes the employeesõ current work schedules. 
 

 

Table VI ð Commute Statistics at this Site 

Table VI informs the employer of the siteõs average distance the employees commute to the employer site, 
average commute time for employees coming to work, and the amount of pollution saved by the alternate 
mode users. Employers are encouraged to share this information with leadership and employees to help 
promote the employerõs TRP and sustainability initiatives.  








































































